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OVERVIEW

Intelligent Mail®f0r Small Business Mailers (IMsb) is an online tool which will allow you to
produce the Intelligent Mail barcode (IMb) for mailings.

e Maximum mailing size is equal to or less than 5,000 pieces
e Maximum yearly volume is equal to or less than 125,000 pieces per permit.

The IMsb tool currently only supports MAADC prices for letters and AADC for flats.
= 3 and 5 digit pricing is not available when using the tool.

Start Simple

To use the IMsb, no special software or installation is required. Users simply access the application
via a Web Browser.

The IMsb Tool has been specifically developed for small business mailers to meet Full-Service
requirements.

The IMsb tool helps users generate their address blocks with the unique Intelligent Mail barcodes
within the address block.

The IMsb tool is currently designed for First-Class and Standard Mail permit holders. The IMsb
tool will generate the address blocks on the following formats:

e Multiple labels

e Multiple envelopes

e 8%x11inch letter size paper

e Mail Merge option - allows you to personalize your letters.

Get Connected

Mail is proven to be one of the most profitable marketing methods when used correctly. The IMsb
tool helps optimize communication with your target audience.

e When you submit your mailing list via the IMsb Tool, it will automatically compare that mailing
list to the USPS Address Matching system, in real-time.

e The Tool will notify you of inaccuracies in your mailing list and give you an opportunity to make
adjustments ultimately, saving your business time and money and ensuring that your mail is
successfully routed to your customer.

e Users of IMsb are provided with 24x7 access to manage their mailing activities.
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Through the use of IMb barcodes, customers gain enhanced visibility into their mailing activities
and receive discounts.

Grow Powerful

Nothing works better than the Power of Mail for building one-to-one relationships with your
customers... or bringing in new ones.

The IMsb Tool is available free-of-charge and will provide the ability to create postage statements
with electronic submission to the acceptance units.

GETTING STARTED

Prerequisites

Before using the IMsb tool, you need to make sure you have the following prerequisites completed:

1. Mailing Permit — Mailer must have a postage permit, and use one of the following: Permit
Imprint, Precanceled Stamps, Postage Meter

. Business Customer Gateway Account

Customer Registration ID (CRID) Account

9-digit Mailer ID (MID) Account

5. PostalOne!® Account

If assistance is needed on the above 5 prerequisites, please contact your local BMEU for

assistance.

PwN

Log In to IMsb

Once you have the prerequisites described above, log on to the IMsb tool by:

1) Going to usps.com and select the Business Customer Gateway link (located at bottom of page).
2) Access IMsb by clicking the ‘Intelligent Mail Small Business Mailing (IMsb) Tool’ link within the
Design & Prepare section.

UNITED STATES
B FOSTAL SERVICE -

e

Profile == Request Access == Request Status >> Request Inbox == Manage User Access ==

5 Your Account Settings
Business Customer Gateway Welcome AUDREY

Profile
Profile
Request Access
Request Status

User Management
Request Inbox

Manage User Access
Account Service
Balance & Fees (PostalOne! Incentive Programs
Manage Permits (PostalOne! Jerification Assessment Evaluator (PostalOnel)
Design & Prepare
> Automated Business Reply Mail — —_— _—
< Intelligent Mail Services I Intelligent Mail Small Elﬁmeza (IMsb) Tool l
> Mailer ID

N The Intelligent Mail® Small Business (IMSB) Tool is an online.
tool that Faciltates the preparation and barcoding of Basic
Mail & Transport and Full-Service automation mailings. The IMsb offers

several Features to assist you.
> Centralized Account Processing System (CAPS © Customer Label Distribufion System (CLDS;
© Customer/Supplier Agreements (CSAs) Schedule a Mailing Appointment (FAST

[ e : e e S S~ e & anes
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From the Intelligent Mail for Small Business (IMSB) page, click “Authorization complete. Click to
continue.”

EUNJTEDSTATES
POSTAL SERVICE = HOME | HELF | CUSTOMER CARE

Home > Intelligent Mail¥ Small Business

Intelligent Mail for Small Business
(IMSB)

sllzw small usinass mailass to 2ssily maks uss of, 2nd osin the sdvantsges of, the

=nt System AMS) to validsts the
o= an cutput fils in FDF

IMSB®

Authorization complete. Click to continus.

Read the terms on the ‘Notice of License’ and then click the “Accept” button to begin!

UNITED STATES
POSTAL SERVICE =

Heome

Intelligent Mail* for Small Business - Notice of License

....... ail® for Small Businass

This is the landing page of the IMsb application. This page provides a brief description of the
application, some of its features as well as the prerequisites for using the IMsb application.

E‘ UMNITED STATES
POSTAL SERVICE «

Manage Mailing Activity

= Ish

= Create New Job I

= Mew Job Template

= Review Jobs

= My Profile

an IME®. The IMst Tool produces
= AboutIMsb

r=d for sutomaticn cemesticls mailing

pre-gsfinso Isoals]
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STEP 1: CREATE NEW JOB

Select “Create New Job” from the Intelligent Mail for Small Business (IMsb) Tool page.

The first screen to appear after selecting Create New Job includes the Mailer Information and
Postal Wizard sections. For the Mailer Information section you can select, via dropdown, which
Customer Registration ID (CRID) and Mailer ID to be used for this job/mailing.

Mailer Information

Flesme arter e business desalis

Deesporipcion
Postal WWizsnd

CRID
B45IBIEE - yellow -

Mailier 1D
o0 -

Suziness MNaTE e

SmInESE ADOPESE 330 SOADEID WAY

TR mEmo
Saan= ppy
TR Code™ zazzq-zid
TEE oy
First PETE e
ale |
Lot Mame =
St
Frone ® TTETEEOTTS
Exarmion

Emaill gomna | codiusos pou

Postal Wizard Information

Parmik
YELLOW - 58 - PC - 217280 -
Parmiz Nomider S
Permi Type PC
Firesmos Mumiber 57250

Parmiz iLocarion ZIF Coge™ 2552493214

CAFES Acooun &
e

Upon clicking on Continue:
You will be directed to the Service Type ID Information Page, where you will make selections for

the following: (1) Class of Mail; (2) IM Service Type (Full-Service or Basic Service); (3) Extra Service
Type; (4) IMB tracing Service Type; (5) Ancillary Service Endorsement type.

The optimal or desired Intelligent Mail Service Type option is Full-Service.

e Items mailed under the Full-Service option offer additional benefits — such as reduced
prices and automated address correction service — and also must meet additional eligibility
requirements.

o Eligibility requirements for Full-Service include applying a unique Intelligent Mail
tray barcode on tray and sack labels (which is supplied by the tool).
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UINTTCL 3115

B posTa service.

B

Manage Mailing Activity

3 IMsh

| Job Creation .

3 Create Mew Job

» Mew Job Template

Service Type ID Information

» Review Jobs

& My Profile I

3 AboutIMsh

1 this service.

marz infarmation an Address Servioe or Change Service, s22 DM 507, exhipit 1.5.1 2nd Publication 26 .

d= iz & 3 digit s=risl Senvice Typs 1D (STID)

erate & STID for the

sutomatically g

fimil :"“I First-Class Mail :]

Mal e Standard Mail x|

' Standard Mail |
[

I Sarvice Type I Full vI

Extra Service Typs

|Manual

=

Extrs Sarvios Tyoe I Maroal

Mo address cormection
OneCode ASR
OneCoda CSR

Me Tr2cing | Dactination »
Senvioe Type 1D |3‘3—

Forwarding Service Requested

Ancilary S2nice Endesem=nt{ Addrecs Senice Requested 1

Return Semvice Requested
Temp-Return Service Requested

"< Back | Cancel Continve_

Select Continue to be directed to the Mail Piece Information Screen.

¥

¥

Manage Mailing Activity

Home = Intelligent Mail Small By

IMsh

HOME |

[ Job Creation

Create New Job

Mail Piece Information

New Job Template

Review Jobs
ow. They will be checked for validity sgainst USFS® standsrds for the

My Profile

About IMsb
warify that it matchas the cat=gory of the selected parmit

= USFS within 20 days of the orestion of the IMst printsble cutput fils. ©n this
UsPss.

ress in the input fils) and t

ight. The numbsr of mail pisoes to

=n you must provide the date on which the mail pisces

Mail Class and

he weight of 5

N ’ J

< Back

#10 Envelope

Continue

riction may eftzct depanding of the class of mail that is to reduoed By IMst. The
/ Processing Category Im \ 415" Length
Stenderd Letter S\LEslm
4.125] incnes (up to 2 sscimals)
Height
9.5 Thickness for 50 iterms.
Thisknass of 0 Fizces [ o 0.450" min ——a|
Single Pises - Weight by Quness [ 08| e 1up to 4 decimals)
Mailing Date lmﬁ 9.5"
otsl Pizoss EEPT I !
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The Mail Piece information page lets you describe your specific mailing piece.
1. Select the Processing Category from the Drop Down menu.
2. Select the envelope size closest to the size of your mailpiece.

a. You will have the option to select a label size if so desired in a different section of
the IMsb tool.

3. Enter the weight and thickness of the mailpieces to be mailed.
Select the Mailing Date on which the mailing/job will be brought to the Postal Service.

Mailings prepared by IMsb must be received by USPS within 30 days of creating your labels
or envelopes.
5. Enter approximate number of pieces to be mailed.

Click “Continue”.
You will be directed to the Additional Mailing Options screen.

1. Select the Move Update Service Method for your mailing from the drop-down.
2. Select the Rate type.

a. If you are claiming non-profit rates, be sure to change the Rate type!

Wl 3 "
ki e
Nanage Maiing Activity BT
5 b Home » Intelligent Wail Small Business
» Create New Job ‘ Job Creation .

et Additional Mailing Options

§ Review Jobs
Tha Barcode |0 that is to ba used in the 1] barcode cested for esch mailpizce must be specifisd on this soveen. The Baroode (D soecifies that zvel st which the mailpizces have
s Wy Profile baen prasorted. Cumently, the only Barceds 10 svallable iz 00 which signifies that no ore-sorting has besn done.

- Select a Move Update Method -
— Select a Move Update Method —
Ancillary Service Endorsement
Finlly, if Tragitional ACS is being sz the Participan: 10 must be supelied and whethar or not 2 keyling is pravides for ezch eddress must 224 | Ol ine NG QA LINK

4 AhoutIMsh [fthz Postsl VWizar will b2 usad, how ths cunency of the address litis maintained must also be sozcifies. At this tims the only option svzilatlg

MCOALInk
T OnaCode ACS
O e Upcat ECL'°*:|ASE - Anclay Senice Endorsement 3| |Alternative Address Format

| Multiple Methods
Alternative Method
Mot Compliant

Bk ol Conte
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Click “Continue”

The Return address screen provides you with the option to print the return address on your
mailpiece. If you already have the return address printed on your piece, you would not populate

this section:
Note: The return address option is available to print on the following formats:

e #10envelope
e 85x11 insert
Note: The return address will not print if you select labels.

Iﬂ POS TAL SERVICE -

Manage Malling Activity

IMsb Hanm.» ke iligunt Mall Bl Busines

Create New Job [ Job Creation @

B Template Return Address Information

1= [DISTRICT OF COLUMBIA =l
o™ [Fo300

Cancer Contimse

When finished with this page, select the continue button.

You will arrive at the Review and Confirm Job Section Page.
Note: Only some items can be changed or corrected from this page.

Job Creation -
Rewview and Confirm Job Selections

e

Postal Wirzard Information

Frarmn
LG - TES - v - 3vTzea -

Panittar 56

FareTuga 5

STID Imformation
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STID Information

Tic st Dok ke S Sl & ek Tk e kil T R e
Far S . e o 2 s B, ko S LT oS el e b i
sl Clsan
s Ml -»
e Ty
Eul -
s e Ty
-
e Tracing
= -
i Tiea D el
e ey ke ok O e
Arcremn Servon Secoares

e I Ty Langth
eddEakohae
- e -
g Faca SR g (g bl st
L P Pt [ [T Thickraess for 5 ema
Thickraas o5 Ficad % ycha (1 0 5 sl e
Sl Phac - Wbighrty uncad. ? s (U caiai)
Malrglum T2IoA: ) .
TemPlaa B | I
#5 3/4 Envelope

Additional Mailing Information

e T
Dafmut: - 00 -
ek Wb L g Boarc
AR - Anclery Terios Rncoreemaent -
EamTos
Sagiwr -

Return Address Information

R S i P

Return Address - City

Return Address - State

Return Address - ZIF Code™

Accapt

Upon clicking “Accept”, a popup screen will display as shown below.

10
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Additional Mailing Information

Bereedz 'BIDefauIt 00 >

Ginarove Usdats Scuc= [ASE  Ancillary Senice Endorsement x|

Fete Tee [Raquiar ]
Return Address Information

Retum sgeres Nems 1S ama 1|

| Windows Internet Explorer x|
Return Addre <[z \
= \“.’/ Selact O b submit the job request or Cancel bo revise job selections.
Return Address - City [yocn: Cancel
Retum 'E‘"EIlelle.l UF COLUMET =1
Retum Asersss - 2P Cose™ [2ze0
< Back Cancel | Accept

Click OK to submit your job request.

STEP 2: UPLOAD ADDRESS FILE

You must now specify the address list to be used in the mailing.

/7 IMSB - Windows Internet Explorer
@_.\‘-\/ v [ https:ifowin-cat usps. comfimsbluploadiobfilejcom usps.imsb uti, Sessionlnfo300401 e4bedb =l & |42 ]| x| Juive search

File Edt Wew Favortes Tools Help

TF & - B - = - [hPage - i Took - @ & 3
UNITED STATES
POSTAL SERVICE » HOME | HELP | CUSTOMER CARE

Manage Mailing Activity

L

—~pa

Home > Intelligent ail Small Business

= IMsh

[ Job Creation : Address Upload

» Create New Job
> New Joh Template

» Review Jobs

Address File Uploading

You ity 1 IMss. Thi

> My Profile

# About IMsh

Fite] | Browss

< Back Cancel Continue

In order to upload an address list to the IMsb, the file must be in one of the following formats:
e Microsoft® Excel 2010
e Microsoft® Excel 2007
e Microsoft® Excel 2003
e Comma Separated Value (CSV)

For all of these formats, the first row in your file is called a header record. You create the columns
that will be in the header record and then determine which fields will show up in the address block
of your mailpiece. The following table describes specific field names that the IMsb looks for in the

11
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first row (header record). Not all columns/fields are required. At a minimum your file must

contain address, city, and state or address and city-state-zip header fields.

Field Name Description
name Recipient name, title, etc. or current resident.

Optional: Company name or current resident when choosing
company

“no address correction” from the “Extra Service Type” option.

urbanization

Optional: Urbanization name used with some Puerto Rico
addresses

address

Street address, PO Box (Example: 123 Main Street)

sec-address

Secondary address information (e.g. suite number, private mail
box number, etc.).

city City name

state State name or 2 digit State name abbreviation (preferred)
Optional : 5 digit ZIP Code™ or 5 digit ZIP Code™ plus ZIP + 4™

zip extension. If the ZIP + 4™ is provided it should be separated
from the 5 digit ZIP Code™ by a dash; e.g. 12345-6789.
If the column is combined containing the city name, state name,
and ZIP Code™, the city state and ZIP Code™ must be separated

city-state- by at least one blank. If the ZIP + 4® is provided it should be

zip separated from the 5 digit ZIP Code™ by a dash; e.g. 12345-

6789. The city-state-zip field may be omitted if the last line
components are provided in separate city, state and zip fields.

12
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Note:

o Field names are not case sensitive (e.g. name, NAME, Name, nAmE are equivalent).

e There is no required order in which the field must be defined within the file; i.e. the fields
can be in any order within the records as long as they are in the same position (within all
records) as denoted by the header record.

e The information will be included in the output address block in the following order:

Name: Mr. Bill Jones

company: DAISYS FLOWER SERVICE
urbanization (PR addresses only) OPTIONAL

sec-address: Third Floor

address: 475 LENFANT PLZA SW

city, state, zip: WASHINGTON DC 20260-0912

Your address list will be standardized by the AMS (Address Management System) process and
some data that you provided may be corrected and/or combined. For example: suite or
apartment numbers provided in the sec-address field will likely be appended to the address field
data to provide a complete primary delivery point address.

When the files are in an accepted format (Excel 2010, Excel 2007, Excel 2003, or CSV) follow the
steps shown on the IMsb Address File Uploading screen:

Select “Browse” to search for your Address List file on your computer.

Fie Edt View Favortes Took Help

T e v B - - rPage - (G Tools - @) &L 3
E UNITED STATES =l
POSTAL SERVICE» HOME | HELP | CUSTOMER CARE

Manage Mailing Activity

IMsb

[Job Creation . Address Upload :

Create New Job
MNew Job Template - -
S~ Address File Uploading

My Profile

AboutIMsh

Select the desired address list file from the pop-up window and click “Open”.

13
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/> M5B - Windows Internet Explorer
@":‘_}' [e) tsp bt =1 & |44 x| [Live search

File Edt View Favortes Tools Help
v e v B - - heage - ook - @- £ 3
EUMTEDSWJTES
POSTAL SERVICE HOME

Manage Mailing Activity

[ M CaT Test R I = e

4 ]USPlrbingManufacturersDz_000 B UsPlumbingManuf acturers06S0w3
= L ,010v2

<] customers submitting electronically
< ingManufact 000

4] UsPlumbingManufacturerst0,000v2
s a0

P customers submitting electranically
<] CAT Test Accourt Information label v2
]CAT Test Account Information label

L] usplumbingManuf acturersos, 000v2 i
4] UsPlumbingManufacturersd, 999v2
B UsPlumbingManufacturer s0,250v2

L 5002

|2)Dowrload outputs

E (1M CAT TEST RESULTS Cael Contine
1) Canfirmation Form Barcade Form v 7 ¥ EDDM
K] Canfirmation Form Barcode Form v 7 Standard
3| Confirmation Form Barcode Form v 7 First-Class J—
P UsPlumbingManufacturersn, 650v2 e
=] USPlumbingManuFacturers0, 300v2 hop > o

- > Mai Service Updates »

e > Fi & Publications >
File name: [USPhmbingManufacturers,000 =l Gpen | Gareers
Files of type: [ Fies ) =l
|

PO T S ocalintran

Click “Continue”

E UNITED STATES
POSTAL SERVICE «

Manage Mailing Activity 1\%‘% E ﬁﬁ{ f«‘\ ‘;\

S T

Home > Intelligent Wil Small Business

[ Job Creation : Address Upload

% IMsh

» Create Mew Job

» New Job Template

Address File Uploading

This m

» Review Jobs

value (osv). Exoel 2002 (xIs)

plosded you will b2

» My Profile You must naw
or Excesl 2007
given & chance to

o= the fils has

it and confirm that it is the
= AboutIMsb it and confirm that it i

: _Browse

_<Back | | Cancel (_ Continue

File|F\Back upiSmall Businass Sclution Programs for BME MailersiMSE CAT TestiUSPlumbingManufscture

The IMsb tool will display the Address File Viewer on the Address File Uploading screen. The
Address File Viewer table displays the pertinent information that IMsb will use to create address
blocks for your mailpieces. You are required to confirm that this is the correct file before IMsb
processes your addresses through the Address Management System (AMS) software (a system that
matches your addresses to approved USPS addresses).

14
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B NTED STATES
POSTAL SERVICE -

Manage Masing Acuvty ~

[ Job Creation : Address Upload :

Address File Uploading

Address File Viewer

Click “Continue” to confirm this is the correct file.

At this point you will arrive at the Intelligent Mail® barcode MailPiece ID Information screen.

All mailpieces produced by IMsb tool will include a unique Intelligent Mail® barcode as part of the
address block. Once you produce these unique barcodes, they cannot be used again in a mailing
within a 45 day period.

One of the components of the barcode is a 6 digit serial number. If the Intelligent Mail Full-Service
option has been selected, every mailpiece must have a unique serial number. Additionally, the
serial numbers cannot have been used, with the same Mailer ID, by a different mailing delivered to
the USPS® within the last 45 days.

TE S - B - B - [ Pags - L Took - @ i

EUNITED)MIt)
POSTAL SERVICE= HomE

Manage Mailing Activity

P~

Home > Intellig | Small Business

» IMsh
o ErsiEErLn [ Job Creation . Address Upload

o Hen e Temilete Intelligent Mail® barcode MailPiece ID Information

» Review Jobs

= My Profile

& AboutIMsh

Lowsst DFV Fizoe ID h.n:e-lﬁfﬁ*%

(<Back " Cancel (" Continue

LEGAL CH USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES

Mo FEAR Act EEO Data »

Careers »

Click Continue to go to Address Processing

STEP 3: ADDRESS PROCESSING

AMS will verify that your addresses are valid addresses with the required delivery points. Your
addresses will be reformatted to conform to USPS specifications.

Note: The AMS process only verifies that the address is a good delivery address; it does not check
that the name/business associated with the address is accurate.

15
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T e T T

E UNITED STATES
POSTAL SERVICE«

Manage Mailing Activity = ,_.;_,_!l‘?‘_"?-%'w. 5

Home = Intelligent Mail Small Business

» IMsh

4 Create New Job [ Job Creation : Address Upload : Address Processing

S Address Correction Page

» Review Jobs

» My Profile At this point the sddress list will be processed by the USPS® AMS software

» AboutMsh AMS will varify that the sddresses refer to valid delivery points and the addresses will be reformattzd to conform to USPST
spadifications

Job 1D: 975 Crasted: 06/22/2012 01:39

“<Back | " Cancel Continve |

Click “Continue” to start the address correction process.

E’mmusmms
POSTAL SERVICE »
1
e g o
Manage Mailing Activity T el ~ 5%

o . i +
Home > Intelligent Mail Small Business
> IMsb .

[ Job Creation : Address Upload . Address Processing

» Create New Job

| - AMS Scan - |

» Mew Job Template

> Review Jobs Address Correction In Progress

= My Profile

Address Correction complete. Click to continue.

» About IMsh

Note: After you click continues, it may take a few seconds for the IMsb tool to complete the
address correction (depending on the size of the mailing). Once the address correction process is
complete, you will see the “ADDRESS CORRECTION COMPLETE. CLICK TO CONTINUE”

By clicking the link above, you will be directed to the AMS Processing Summary Page. On this page,
you will see data on your addresses. Each address within your address list is allocated one of four
statuses by AMS.

e Exact Match- no correction was made by the USPS

e Matched with changes- The USPS added something to the address to make it correct.

e Matched to a building default- means its missing the apartment or suite #.

e Unmatched- Bad address according to USPS files.

16
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Manage Mailing Activity

Home > Intelligent Mail Small Business

3 IMsb

[ Job Creation : Address Upload . Address Processing

3 Create New Job
| - AMS Review - |

» Mew Job Template
-+ Review Jobs AMS Processing Summary Page

= My Profile
Evary addrass within the uplosdad address list has basn sllocsted one of four statu AMS

3 About IMsb

Exaect Mateh: ALIS dets =d that the =4 is an exact match for 8 kno

Matched with Changes: AIS mstched the sddress to s known good sddrass but 8 significant changs was mads to the

sddrass to scoomplizh the mstch

=Bl to mstch the
suite number) &

Matzhed to a Building Default: 2115
lackad sufficient secondsry informatic

o 8 known multi-unit default address but the address
sn exact match to be obtsined

Unmatched: AMS wes unable to match the sddress to 2 known geod sddress.

<. 06/23/2012 01:39

Reviw

Rev@w

Rov@w

Continue

At this point, by selecting the “Review” button, you may review the addresses in the matched with
changes, matched to building default, unmatched addresses and non-DPV print count sections.
During the review process you will have the option to take further actions regarding your address
list. You also have the option to bypass the review process by selecting “Continue” if want the tool
to accept the results returned.

e If you select any of the review choices, you will be taken to an AMS Default Entry Editor
screen where, for each address, you can choose between using the AMS supplied address,
the address you originally supplied, or not to have the IMsb tool print the address.

e If you choose to use an original address that does not match, it will be removed from the
Delivery Point Validated (DPV) list and added to a non-Delivery Point Address list. The non-
Delivery Point Address list will still be available for downloading; however the IMSB tool
will modify those addresses STIDs to specify First-Class Mail. The non-DPV mailpieces will
be mailed at the full single piece price.

Manage Malling Activity

S Home

Create New Jon AMS Default Entries Editor

Jobb ID: 1618 Created: 11/07/2012 04:11

AMS: JILL SMITH,,, 476 LENFANT FLE SULUIASHINGTON DC 202800004
on E)

AMS. @ Ams
AMS. @ ams
AMS. @ Ams
AMS. @ AMS ) Original 1) anore Sainar A B aTE LEEANT FLE 06 SR8 R Rt WA Tl Do Sasra b asa

Done B T T B Local intranet | Protected Mode: Off A - W 100% -
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STEP 4: OUTPUT PROCESSING

The next step in the IMsb process is to prepare Intelligent Mail Tray labels, for Full-Service
mailings. From the Handling Unit Information screen:

1. You will enter the number and type of Containers (Trays or Sacks) to be used to prepare
this mailing.
2. The IMsb tool will populate the Starting Container Label Serial Number for the Job.

3. Click “New Label” for the IMsb tool to generate your Unique Intelligent Mail Tray Barcode
(IMtb) Label.

Note: The tray labels must be generated using card stock or a standard business card stock
which is perforated at 2 x 3.5” such as an AVERY label 5371.

Manage Mailing Activity

Home = Intelligent Mail Small Business
> IMsb “

+ Create Mew Job [ Job Creation . Address Upload : Address Processing Output Processing
- Ci i -

s |

L
= MNew Job Template

- Handling Unit Information

= My Profile

The “ne pre-sort” cption has been selected. The mail pisces handling units must be Isbeled as Mixed AADC (letters) or Mixed ADC (flats) as sppropriste. In order to complets the
+ AboutIMsb electronic documentation with the mailing the type and number of handling units to be used must be specified.
M

Number of Handling Units to be Used

2-foot MM trays o
1-foot MM trays o
2-foot EMM trays o

Starting Handling Unit Label Serial # for Job a2 New Labal

"< Back | " Continue

Optional: Enter the Printer Line information (if applicable) as well as the Mailer’s Area information.
Required: Enter the total number of Tray Labels to be generated and click “Create Label”.

Manage Mailing Activity

s IMsb Home > Intelligent Mail Small Business

s Create New Job [ Job Creation - Address Upload . Address Processing . Output Processing
[ -Traylabels. |

» New Job Template T L b I C t'

+ Review Jobs ray a e rea Ion

= My Profile

* About IMsb

PRINTER LINE

POSTAL DESTINATION NAME 3/5 ZI P

CIN DESCRIPTION
WAILER NAME CITY STATE wieen  AUTO

123458781 123458 123123451

MAILER'S AREA

Starting Serial Number [ 15

Create Label

< Back

Continue
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= My Profile

containe:

w About IMsh

Tha pdf fil
and future mai

This function will allow the orestion of 3 pdf fils that can be

File Download

F'Ir‘tE'Llr‘EI

Mailars A

Mumber of Labs

Starting Serial Humber

csn sccommedste

= Printer Line and the Ma

ad

Do you want ko open or save this file?

g

Mame: imsb-tray-labels-j975, pdf
Tppe: Adobe Acrobat Document
From:  pwim-cat. usps.com

Open Save | Cancel I
Create Label
“While files from the Internet can be useful, some files can potentially —
harm your computer. I you do nat trust the source, do not open or
save this file. What's the risk?
| < Back | oM
MIXD PHILADELFHIA PA- 190 MDD PHLADELPHA PA 190
e e avs mwozn AUTO i vaa s s AUTO
50560 240 OODOETTY e 0130 340 4 gy couz 8
M FHILADELFHIAFA 9 MDD PHLADELFHAPA 180
MR e vs s AUTO AR e sve sooon AUTO
50560 240 OnDOET cen 0430 340 4 e cona 8
MXD PHILADELFHIAPA 190 MXD PHLADELPHAPA 190
RS M oo AUTO it rie——T) 1Y
T 0430 340 4 ey counn 8
D FHILADELFHIA FA 190  wordvcerases 180
IR e rs o AUTO AR e sve oo AUTO
50560 240 OODOETTY ST 0430 340 4 ey coun &
D FHILADELFHIA FA 190  wordvcerases 180
RS M oo AUTO it rie——T) 1Y

DESSE 2l ¢ SODONEITH O0NEG B

130 340 1 0Ty 0 8
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The Downloads screen shown below allows you to print your addresses on labels, envelopes or
inserts. The addresses are provided in a .pdf format file which you can either open in Adobe®
Reader or save to your computer.
Three labels sizes are available:
e Avery 5161 or equivalent to 1” x 4” label.
e Avery 5162 or equivalent to 1.33” x 4” label.
e Avery 5163 or equivalent to 2” x 4” label.
Envelopes sizes available: an update to the IMsb tool is planned which will allow optional sizing.
o #63/4
o H7
e #10
Insert option
Mail Merge -allows downloading of file to be used during mail merge
option.

Home peilligant Mzll 3mall Eusiness

[ Job Creation . Address Upload . Address Processing . Output Processing

"
| - Downloads -

Downloads

Tz resaul= files prodwced by Vs ane now availlsinls for reTiaval. Flles St can e reTheved ane

= e Delivery-Point-validated addresses formafed o be prinfed on She specified malling media Jlabels, arpelopes, 24c]

= e norrDeliver-Point-valideted addressas fopmamed 30 De printed on The specifiead malling medis Jlabeis arpsiopas a2 &t
Sl rans:

& e resul o She AMS processing of Te Input address lis2, 0oy, xis and s fike Sormat

Joimi IDc ATES Cresed: 12H 02 4020

AMS Processing Results

FProcessed: 1025
CPV Print Count: i
MNon-DFV Frint Count: a
Mot Printablz: e

Select an owtput format:  {-inch Label -

Generate OPV PCF Download

Download
Address File

Sefect Downdoad Format: CSV - Comms separsted valuss - Updated Address File: | Download

CPV Mail Merge File: | Download
MNon-CPV Mail Merge File: | Download
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Example of the PDF that will be generated upon choosing 1” Label as your output format.

LR TR T R R T R B R R TN D B L TR R LT R ML
JOHN EMITH JALL EMITH
475 LEMFANT PLT 8 A7TS LENFANT PLZ 8W
WASHINGTON DC 2I260-0512 WASHINCTON DG 200600004
LTI B B B B R T B R e B T (| ETTE BT et T TR T B B R 1T T
AMTY EANTH BEN EMITH
4TS LENFANT PLT 8N 4TS LENFANT PLT 8W
WASHINGTON DC 2260-0004 WASHINCTON DI 00500004
(01 TR R TR TR T TR T L ST | BT T R PR NIRRT LT B
CINDY SMTH SANE SMTH
4TS LENFANT PLT BN 4TS LENFANT PLT 8W
WASHINGTON DC 202e0-0004 WASHINCTON DC 200500004
RIC R T TR R TR R UTARL R TR AL R L 1T R [ TR TR AT L AT R N TR R T
JOHN DOE JANE DOE
475 LEMFANT PLT B A7S LENFANT PLZ 8W
WASHINGTON DC 2260-0004 WASHINCTON DG 200600004
R B R T TR R T L T TR R B O T (B R T e B TR ]
JOHN SMITH JILL EMTH
H COMPANT) P.O. BOX 325
475 LEMFANT PLT 8N 4TS LENFANT PLZ 8W
WAEHINGTON DC 20260-0004 WASHINGTON DC 20280-0004
R0 T TR T N R AL | B TR BT R 1T TR N B A HT N RTT B
AN EANTH BEN EMITH
253 MURDOCK ROAD 4TS LENFANT PLZ 8W
475 LENFANT PLZ EW WASHINCTON DC 20080-0004
WASHINGTON DC 20260-0004
B e e P O sl il ssqles RPN ARl ss e abog] o e 0 0
CINDY SMTH SANE SMTH
475 LENFANT PLZ EW 4TS LENFANT PLZ 8W
WASHINGTON DC 20260-0004 WASHINCTON DC 20080-0004
Titualeeteog M gpesg WOV egpgebope ot ool el el D101 (TR TVITRS U TRV R RO B 1T R T SRR T T
JOHN DOE SANE DOE
BOD JOILET RD. 4TS LENFANT PLZ 8W
4TS LENFANT PLT 8N WASHINCTON DO 0500004
WASHINCGTON DC MI260-0004
.Ia|II|I|III.nIllnll.I||II-“I|I|I.||I|i1|||h|||l'hl|ll| |IJ|||||I||I||J||n|nIa|l'unl|nII-'.I|I|I|||'il|lllla|lu
JOHN SMITH JILL EATH
475 LEMFANT PLT 8N 4TS LENFANT PLZ 8W
WASHINCGTON DC MI260-0004 WASHINCTON DO 0500004
(T T S R R TR T Vbl W R o O e Tl s et
AN CANTH BEN EMITH
475 LENFANT PLI EW PO BOX 41D
WAEHINGTON DC 20260-0004 4TS LENFANT PLZ 8W
WASHINCTON DC 2006500004

Example of user selecting Number 6 3/4 Envelope from the output format:
- = < B

= e L aseL1 Lpar - dobe

v 18 s o
[ -

| e [T w0 @ @ ow - | = Bl o

| = & L

ADDRESS SERVICE REQUESTED

S TERET T B UL | PO TR N LY O RT LY U ELTEEE ) O
AAA PIPE CO.

475 LENFANT PLZ SW
WASHINGTON DC 20260-0912

et seare| | [ 5] inbo - Microsoft Gutl | ) Ret invits - Message .. | 9] 01sh User Guids 2012, | ] BCG SCREEN SHOTS 1... | @8 Unksd States Postal 5., | @8 150 - Windows tnter... |[T wmsb-ratpiece-ad.. | < |69 9Bl 11126 am
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SAVE CORRECTED ADDRESS LISTS:

Download
Address File

Select Download Format

CSV - Comma separated values Updated Address File: | Downlosd

CPV Mai Merge File: |~ Download
Non-OPV Maif Merge File:  Download

The IMsb tool allows you to save your corrected address list for future use:

Downloading of:

1. Updated address list will provide the updated address list to be saved in either a CSV or
Excel for future use.
2. DPV Mail Merge allows you to merge the address block into a mail merge template.
a. The DPS Mail Merge file includes the unique intelligent mail barcode for each piece
to be inserted on your mailpiece as long as the IMb font has been installed from the
RIBBs page. (https://ribbs.usps.gov/onecodesolution/download.cfm)
b. The USPSIMB Standard Font should be set at 16pt font.

To download the font, go to

https://ribbs.usps.gov/onecodesolution/download.cfm?downloads=0Office&selection=5

UNITED STATES
POSTAL SERVICE.

ntelligent Mail® Barcode

Retun to Intellligent Mail Barcode for Mailpizces

Fonts and Encoders Download

This page lists USPS Intelligent Mail barcode files, Fonts and Encoders, available for download,

Select an entry in the list-box; files matching the criteris are shown,

Available Downloads ~ Erocter ¥ 0ffce &

Name Date |Description

uspsEncoderMsOffice- 2011-02- | USPS Intelligent Mail barcode Encoder distribution for M3 Office 32-bik edition applications such as M5 Ward, MS Excel and M5 Access, running on either 22-bit or 64-bit MS Windows operating systems.
1.3 Laip 15 The distribution includzs procedures and sample templates for perorming 2 Mail Merge operation from M5 Excel or MS Access to M5 Word,

uspsEncoderMsOfficefd- | 2012-03- |USPS Intelligent Mail barcods Encoder distribution for MS Officz 64-bit edition applications such 2 MS Word, M Excel and MS Accass, running on 64-bit MG Windows eperating systems, The

13 Laip b distribution includes procedures and sample templates for performing a Mail Merge operation from MG Excel or MG Accass to MS Word,

IR AL R TR L Y AL FTR T IR

4. Non DPV Mail Merge file allows for printing of bad addresses that can be mailed with a
First-Class stamp.
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STEP 5: SUBMIT JOB

Click the “Postal Wizard” button on the bottom of the Downloads screen to generate the
electronic postage statements for your mailing.

| == e m mmmemae = - —— e ) - g ———

- P
| - Dowenloads - |

Downloads

The resauls files prodiuced oy IMsD ane now avallainle for reTiewsl. Flles Tiat can be reTieved s

& e Delvery-Polr-validaned sdidresses, formased 30 be primoed on e speciied malling medlls Jlsioels, arpelopes:, &30
= e norHDelver-Point-validated addressas fonmamad 1o e printed on The speciiad malling medis (labels, anpsiopes 250) a7
fiull rane;

& T2 nasuls fhom T AMS processing of e Input address B2, b oSy, s and xisx ke fonmad

Jioin I ATEE Cresned: 12442012 02 28

AMS Processing Results

Frocessed: 1028

DPV Frnt Count: 554

Non-CPV Frnf Cownt: i)

Mot Frntable: 35

Select an output t' i-inch Label b

Generste CPVFCF | Download Select Postal Wizard to
finish job.
Only select “DONE” if

Download submitting multiple jobs!

Address File

Zelect Downlozd Format: CSV - Comma separated values - Updated Address File: | Download

DPV Mail Merge File: | Download
on-DPV Mail Merge File: | Dewnioad

A

"< Back Postal Wirard Do

Very important to select Postal Wizard!
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The screen below indicates that the IMsb Tool has sent your mailing information to PostalOne!
Click the link, “Updating Job Status Complete. Click to Continue” on the bottom of the screen to
finalize your job.

E UNITED STATES
POSTAL SERVICE«

Manage Mailing Activity w &-&}‘

-

3+ IMsh

Home = Intelligent Mail Small Business

3 Create New Job

» Mew Job Template

» Review Jobs

Submission to Postal Wizard is complsts.

& My Profile

Job |D: 975 Crested: 06/23/2012 01:39

3 About IMsb

Mailing Group 1D: 53020288

Izil Clzzs: Standard Mail
Processing Category: Lettzrs
Sarvice Type: Full

Total Masil Pieoes: 1787

Total Number of Handling Units: 3

Postsl Statement I0: 82826101

Uudat\ng Job Status cumEIete. Click to continue.

F 3

Postal Wizard Submission Status

You are almost finished!
Select the Method of Entry desired (BMEU or Retail).

E UNITED STATES
POSTAL SERVICE=

Manage Mailing Activity

= IMsb

A SN

Home > Intelligent Mail Small Business

= Create New Job

» New Job Template

# Review Jobs

My Profile

» About IMsb

[ Job Creation . Address Upload : Address Processing

Output Processing

Job Finalization |

Method of Entry

This job has been suthorized to be entered st s USPS BMEU facility or s Retail Office location

If the BMEU is to be used simply select BMEL from the drop down list. The lecstion of the BMEL will be given whan the

Electronic Confirmstion Acceptance Notice is produced

If Retail Offices are to be used salect Retail Offices from the drop down list.
Select Method of Entry: BVEU -

HOME | HELP | CUSTOMER CARE

< Back Cancel T Continue |
LEGAL ON USPS.COM ‘ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home > Business Customer Gateway >
Terms of Use > Buy Stamps & Shop » Newsroom > Postal Inspectors »
FOLA > Print a Label with Postage » Mail Service Updates » Inspector General »
No FEAR Act EEO Data » Customer Service » Forms & Publications » Postal Explorer »

Site Index > Careers »

Copyright® 2012 USPS. All Rights Ressrved
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When selecting Retail Offices, a pop-up message will appear that states: “We are only pilot testing

at the Retail office at Fallon NV. If you do not have permit(s) at Fallon NV, please select BMIEU.

Select OK to continue to the Retail Locations page or Cancel to cancel to your job.

Note: When the Retail Option is fully deployed, you will be able to select the retail location of your

choice.
= R, Toolbar we 5 7 B 220 "B

/= IMSB - Windows Internet Explorer

=181 x|

@_\-_:v [ https: fpwim-cat. usps. comfimsbfmethodufentry/com, usps.imsb. utl. SessionInfe§ 0040151 1 dé1 =l & [ #2)| x| [uive search

| Fle Edit tView Favortes Tools Help
| tinks

Ve e [ B - - e - Qoo - @ K B

E UNITED STATES
POSTAL SERVICE«

Manage Mailing Activity

55

Home > Intelligent Mail Small Business

= IMsh

. Creste New Job [ Job Creation © Address Upload . Address Processing . Output Processing . Job Finalization |

» New Job Template
" Meth 0 windows Internet Explorer x|
» Review Jobs
“P ) Weare only piat testing at the Retail office at Fallon MY, if you do not: have permit(s) at Fallon MY, please select BMEL, Select OK to continue ko the Retail
= Wy Profile This job has beena Locations page or Cancel ta return to the current page.

» About IMsb Cancel

If the BMEU is to be used simply select EMEU from the drop down list. The location of the BMEU will be given when the
Electronic Confirmation Acceptsnoe Notice s produced

If Retail Offices are to be used select Retail Offices from the drop down list.
Select Method of Entry: Retail Offices =

(< Back | (_ Cancel | (_Continue )
LEGAL ‘ON USPS.COM ON ABOUT USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home > Business Customer Gateway »
Terms of Use » Buy Stamps & Shop > Newsroom > Postal Inspectors >
FOIA > Print a Lal Mail Service Updates > Inspector General »
No FEAR Act EED Data » Customer Service » Forms & Publications » Postal Explorer »
Site Index » Careers »

tﬁstart| | [&8] office communicator | | 5] Inbox - Microsoft Outlagk | | Get a Reaction, now wit... | /& United States Postal Ser .. || & IMSB - Windows Inter... @] Documenti - Microsoft ... | <« | O|@ R 3:54PM

Review your mailing information, and then click the “Submit” button on the bottom of the page to

upload your mailing to the PostalOne! system.

Print the printer friendly Electronic Confirmation Acceptance Notice (ECAN) and bring the notice

along with your mailing to the site you have selected.

Planned
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UMITED STATES
POSTAL SERVICE «

Manage Mailing Activity
Home oter Frienaly version  Emay
5 » Congratulations!

sumr

Ssisncelsadness the Post Office in PHILA PA 191049651

Fostal wizard
Electronic Data Exchange  pogtage Statement ID:

[ Post Office Of Mailing
Post Office of Permit

Repol

Dasnboard
Wailing Graup 1D

Manage Fermits Account Haldar

Account Mumber

Permit Halder

Permit Type

Parmit Number

Mail Agent

Wail Owner

Wail Owner Parmit Type

Mail Qwner Parmit Number

CRID

Customer Reference 1D

Wail Class
Price Eligibility
Pracessing Category
Waight of single piece
Total Mail Pieces
Total Weight

Handling Unit
Pant A Postage

Total Postage Amaunt

“MOTE. The balance displayed may change prior
Opening Balance
Estimated Closing Balance

“Note This mailing may be subject for additianal v

Standard Mail - Parmit Imprint  » Confirmation

Note ta Mailer: Your alectronic pastage statement has been submitted ta the USPS FastaiOne! system on Jun 23. 2012 02 15 PM Please print and bring this form along with your ma

The labels and slectronic mailing information associated to this form. must match the physical mailing bsing pressnted ta the USPS employes with this form

62826101

PHILA P& 19104-9651

PHILA PA 191049661

69020200

AUTOMATED MAILING SYSTERS, INC.
2192884

AUTORIATED MAILING SYSTEMS, INC.
P

e

AUTORMATED MAILING SYSTEMS, INC.
AUTORMATED MAILING SYSTEMS, INC,
Pl

i

4430788

Stanciard Mail
Reguiar

Leters

0.0031 13, ( 0.0486 0z)
1,797 pos.

5.5707 Ibs.

[Tt Tray= T Teap = e T [Fiat Temps =D [Fanars

$ 497.7690
santrr
to Pastal aceeptance of the mailing due ta the timing of deposits. additional mailings. or ather adjustments ta the account
$ 50,000.00
% 49,502.23

erification at the time of acceptance

» Action
Please scan :
SCAN AT ACCEPTANCE
9275 7900 0002 7100 0628 2610 13
Elmctronks Con i mason
AR S
-

HMote o Mallar: Your slecironic postsps shaterment wos submitted o the LFESPE Po=taiOmey sysbem on Now D2, 2012
AR

pl==d

raess DO [ 1 1 progand o
[ W!MDEH!D IJ'_.-I}E-CEGB "ITI1"

bo Bree Rostal | OfMos In FALLOE, WY 120 M BUANE ST,

The labels and =k=cironic malling Irrhcrmal:l:m associated o this form, must match the piosical mallieg being
with this form

presented to Hhe WEFS employes

Postage Statement 1D:
Post Office of Permit:
ACoout Hioloer

Account Mumber:

PermE Holder:

Perit Types

PermE Mumber:

Malling Agent:

Hall Coarer:

PAall Crawrear Permit Types
Fall Cevner Fermit Mamber:
Cusiomer Redference I0:
Mall Sass-

Price ElgibiiEy:

Processing Categorns:
Mallers Malling Date:

E4263451
REMC.NY BBS10-B8E1

TELLOW
1442080
TELLOW

Ffardard kil
Fegular
Lathberc

T1i0BIZD12

Actisal Waight of Maller Declared Fiece Weight: 25750 The. [ 1e800 ox)

Toksl Mall Fleoes:
Torta | Weight:
Total Postape Amount:

Harndli;g Unit:

Total Postage Amount to be Coilechad:
Total Postage Amount - Prepaid by CAPS

account

RETAIL Office of Malling Hours
FALLCN Mon, Tue,
120 N MAINE ST =
FALLOM, MV 854062930 —n

Mofs:

‘BDO poG

BR.ZED0 b,

* TaA® 30

||' T |2'Mu| o EMM ||-:| |= |'_.___ |-'_'u-|--
Trays Troem T rurym T

L= 1 | I 1

% D430
]

Wed, Thu, Fri 100 AM - 5200 PMW
Closed

Closed

'Thld mallimg may be subject bo additional verificabion at B ime of socepbanos

maling can b= processed At e seif service Ermisal

FPlease scan -

SCAMN AT ACCEPTAMCE

9275 7900 000F 2300 0642 &3 L4

49
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ADDITIONAL FUNCTIONS

Review Jobs contains a listing of the Jobs that the user has created on IMsb. Contains Job ID, Job
Description, CRID, Mailer ID, Mailing Date, Business Name, Address and Contact. Also allows the
information from a selected Job to be prepopulated into a new Job.

EUNJTEDS‘FATES =
POSTAL SERVICE « HOME | HELP | CUSTOMER CARE

Manage Mailing Activity

» IMsb

5 Create New Job

» New Job Template

o
Lo
o

0

> Review Jobs O
E—

=]

Complated 24523258 900000722

» My Profile

[

InPrograss | 94533288 900000722
InFrogress | 84533258 500000722

> AboutIsb

5

m
&
&

B
i
3

Cempleted | 94523258 900000722
InProgress | 84523258 900000722

]
I
5

&
5

@ e
518

cas4378T

=)

3 ‘

H
5

eazos1st

2

eaz7ezez

3

eazasazr

g
&
4

m
&
&

ea190182

m
&
&

e2190181

M
21

&
5
]

ezs282es

- I
"
P

LEsAL
Privacy Folicy »

N ABOUT.USPS.COM GTHER USPS SITES
About USPS Home 5

erms of Use »
FOlAs »
No FEAR Act EEO Data >

Copyright® 2012 USPS. Al Rights Reserved

My Profile is a listing of all the CRIDs that the user has identified for inclusion in IMsb. Each of the
CRIDs is profiled with the information that was identified in the Business Customer Registration
(BCG) System including; addressing information, contact detail and all of the associated Mailer IDs.

EUNITEDM/.\H:S =
POSTAL SERVICE» HOME | HELP | CUSTOMER CARE

S ==
Manage Mailing Activity =R e o - :x\
g e % - 3 - s

. IMsb Home > Intelligent Mail Small Business

CrRe N b User Profile: yellow2012

» New Job Template

T

94538358 yellow,320 SONDRIO WAY, ,RENO,NV,89521-2211

» My Profile

» AboutIMsb

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy > Government Services > About USPS Home » Business Customer Gateway >
Terms of Use » Buy Stamps & Shop > Newsreom > Postal Inspectors »
FOIA » Print a Label with Postage > Mail Service Updates » Inspector General »
No FEAR Act EEO Data » Customer Service > Forms & Publications > Postal Explorer >
Site Index > Careers »

Copyright® 2012 USPS. All Rights Reserved.
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Help Link
The “Help” link in the upper right corner provides additional information regarding the six buttons
on the left side of the screen.

EUNITFDSTATES -
POSTAL SERVICE « - R

e A
Manage Matling Activity e

Intelligent Mail for Small Business (IMsb) Tool

Msb

Home €& Local intranet | Protected Mode: Off v ®i0% -

RESOURCES

1. The RIBBS Website

The USPS provides a number of technical and non-technical guides, informative documents and
presentations, and other helpful tools to make it easier for you to take full advantage of the suite
of Intelligent Mail barcodes. These valuable resources can be found on the USPS RIBBS website
http://ribbs.usps.gov/

Additionally, you can find resources on how to download USPSIMB standard font for Mail Merge
option. (16pt font)
https://ribbs.usps.gov/onecodesolution/download.cfm?downloads=0Office&selection=5

Ny
s
3
:

Intelligent Mail® Barcode

Fonts and Encoders Download

This page lists USPS Intzlligent Mail barcode files, Fonts and Encoders, available for download,

Select an entry in the list-box: files matching the criteria are shown.

Available Downloads  Enceder WS Offics -

MName Date

uspsEncoderMsOffice- 2011-02- h as MS Werd, MS Excel and MS Ac n either 22-bit or 64-bit MS Windows operating systems.
1.3.1.7i| 15 rom MS Excel or MS Access o M!

uspsEncoderMsOffice64- 2012-03- |USPS Intelligent Mail barcode Encoder distribution far MS Office 64-bit edition applic

il uch as MS Word, MS Excel and MS Acces:
1.3.Lzip 27 distribution includes procedures and sample templates for performing 2 Mail Merge op

nning on 64-bit MS Windows operating systems. The
rom MS Excel or MS Access to MS Word,

G TR N U TR
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2. Guides, Specifications and Manuals

For those new to Intelligent Mail services, there are several guides, specifications and manuals
that will get you started and give a broad overview of the fundamentals of the program. Following
is a list of primary sources of information.

Domestic Mail Manual (DMM)

This is the USPS manual that contains standards governing U.S. domestic mail services,
descriptions of the mail classes and special services and conditions governing their uses, and
standards for rate eligibility and mail preparation. Domestic mail is classified by size, weight,
content, service, and other factors. http://pe.usps.com/text/dmm300/dmm300 landing.htm

A Resource Map to Intelligent Mail Documents

This lists all the documents and source materials that you will need to transition to Intelligent Mail
services. It provides explanations of each document and information on how to find and print
these documents. It is a reference source that will help you as you learn the ins-and-outs of
Intelligent Mail services. This document can be found on RIBBS at
http://ribbs.usps.gov/intelligentmail guides/documents/tech guides/ResourceMapTolntelligentM

ail.pdf

A Guide to Intelligent Mail for Letters and Flats

This guide provides guidance on how to prepare your mail and electronic documentation and
identifies the data that will be provided at no additional charge for Full-Service option compliance.
In addition, the Guide also describes what will be available in the first release of Intelligent Mail
services. A Guide to Intelligent Mail for Letters and Flats can be found on RIBBS at
http://ribbs.usps.gov/intelligentmail guides/documents/tech guides/GuidetolntelligentMaillLetter
sandFl ats.pdf

User Access to Electronic Mailing Information and Reports Guide

The purpose of this guide is to provide information regarding Intelligent Mail Full-Service option
reports and a walk through of the new Business Customer Gateway webpage, which will be
accessible through the USPS.com home page. This guide is available on RIBBS at
https://ribbs.usps.gov/intelligentmail guides/documents/tech guides/user access/user access.ht
m

3. Personal Support Resources

In addition to the guides and specifications listed above, you can also get help from USPS
Intelligent Mail service experts.

To find your local Business Mail Entry (BME) Manager, go to the Business Mail Acceptance page:
https://ribbs.usps.gov/index.cfm?page=bma

To find your local Mailpiece Design Analyst (MDA), go to:
http://pe.usps.com/mpdesign/mpdfr mda lookup.asp
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OneCode Confirm. Learn about the Intelligent Mail barcode format for OneCode Confirm by
reviewing the Confirm Service Featuring OneCode Confirm User Guide (Pub. 197). For more
information on the Confirm service, please call the Confirm Customer Help Desk at 800-238-3150,
option 1 or visit https://mailtracking.usps.com or visit RIBBS at
https://ribbs.usps.gov/index.cfm?page=intellmailonecode

OneCode ACS. Learn how the process works, the features available, and mailer requirements to
receive electronic address corrections using the Intelligent Mail barcode. Downloadable OneCode
ACS application and fulfillment access forms. For more information on the OneCode ACS, please
contact the ACS Department via email at acs@usps.gov or by phone at 877-640-0724 or visit RIBBS
at https://ribbs.usps.gov/acs/documents/tech guides/

To contact the PostalOne! Help Desk call 1-800-522-9085. For additional information about IMB
Tracing please contact the National Customer Support Center at (800)238-3150.
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